GENERAL | NFORMATI ON
FOR FORMER STATE OF
CALI FORNI A EMPLOYEES
WHO WSH TO REINSTATE
TO STATE SERVI CE

CGovernvENT Cobe Section 19140 PRovI DES  REI N-
STATEMENT ELI G/ BI LI TY | F YOU PREVI QUSLY HELD A STATE
Cl VI L SERVI CE POSI TI ON AS A PERVANENT OR PROBATI ONARY
EMPLOYEE AND SEPARATED FROM YOUR POSI TION BY (1)
RESI GNATI ON, (2) SERVI CE RETI REMENT, ( 3) ABSENCE
w THoUT LEAVE ( AWOL) , (4) ACCEPTI NG ANOTHER CI VI L
SERVI CE OR EXEMPT APPOI NTMENT W THOUT A BREAK IN
CONTI NUI TY OF STATE SERVI CE, (5) TERM NATI ON FROM A
LI M TED- TERM, TEMPORARY, CAREER EXECUTI VE ASSI G\
MENT, OR EXEMPT APPOI NTMENT, OR ( 6) TERM NATI ON FOR
FAI LURE TO MEET CONDI TI ONS OF EMPLOYMENT.  YOU MAY
BE REINSTATED WTHOUT HAVING TO TAKE ANOTHER
EXAM NATION.  REI NSTATEMENT PURSUANT TO SECTI ON
19140 1 s A PERM SSI VE REI NSTATEMENT - NOT A MANDA-
TORY RI GHT.

| F YOU VERE SEPARATED FOR FAI LURE TO MEET CONDI TI ONS
OF EMPLOYMENT, YOU MAY ONLY BE REINSTATED TO THE
SAME CLASS WHEN YOU AGAI N MEET THE REQUI REMENTS OR
YOU MAY BE REINSTATED TO COVPARABLE CLASSES WHI CH
DO NOT REQUI RE THE SAME CONDI TI ONS OF ENMPLOYMENT.
( PERSONS TERM NATED FOR CAUSE HAVE NO REI NSTATE-
MENT RI GHTS. )

You MAY REQUEST REINSTATEMENT TO YOUR FORVER DEPART-
MENT OR TO ANOTHER DEPARTMENT. | F YOUR REQUEST |'S MADE
TO ANOTHER DEPARTMENT WTHIN 30 DAYS AFTER YOR
RESI GNATI ON, | T REQUI RES THE APPROVAL CF THE APPOI NTI NG
POMER COF YOUR FORVER DEPARTNENT.

| F YOU VERE SEPARATED FOR BEI NG ABSENT W THOUT LEAVE
(AWDL), YOU MJST FURNI SH A SATI SFACTORY EXPLANA-
TION OF YOUR SEPARATI ON TO THE Hi RI NG DEPARTNENT.

You MAY BE REI NSTATED TO A FULL- TI ME JOB ONLY | F YQU
PREVI QUSLY HELD A PERMANENT FULL- TI ME POSI TI ON | N THE
CLASS OR A COVPARABLE CLASS. | F YOUR PREVI QUS
PERMANENT APPOI NTMENT WAS LESS THAN FULL TI ME, YOQU
MAY BE REI NSTATED TO LESS THAN FULL TIME (I . E., PART
TIME OR INTERM TTENT) . | F AT THE TIME OF YOUR
SEPARATI ON YOU COULD HAVE BEEN APPOI NTED FULL TI ME
(E. G., YOU HAD WORKED 2 CALENDAR YEARS AND 1, 920
HOURS) , | T 1S POSSI BLE THAT YOU CAN BE REEMPLOYED FULL
TIME. THE H RI NG DEPARTMVENT W LL MAKE THI S DETERM -
NaTI ON ( SECTi oN 2CCR277) .

A SATI SFACTORY MEDI CAL CLEARANCE ( HEALTH QUES-
TIONNAIRE) |'S REQUIRED FOR REINSTATEMENT TO ALL
CLASSES |F THERE HAS BEEN A BREAK |N SERVICE.
ADDI TI ONAL MEDI CAL | NFORVATI ON MAY BE REQUESTED BY
THE DEPARTMENT.  ARRANGEMENTS FOR THE MEDI CAL
CLEARANCE W LL BE MADE BY THE DEPARTMENT AT THE TI ME
OF REI NSTATEMENT.

YOUR NAME CANNOT BE RESTORED TO THE EMPLOYMENT
LI ST | F YOU RECEI VE A PERVANENT FULL- TI ME APPO NTMENT.
HOWEVER, 1 F YOUR NAME WAS ON A PROMOTI ONAL LI ST AT
THE TI ME OF YOUR SEPARATI ON AND YOU REI NSTATE W THI N
SI X MONTHS OF THAT SEPARATION, YOU MAY REQUEST
THAT YOUR NAME BE RESTORED TO THE PROMOTI ONAL LI ST.

| N ADDI TI ON TO THE PERM SSI VE REI NSTATEMENT EXPLAI NED
ABOVE, |F YOU HELD A PERMANENT APPO NTMENT AND
PASSED PROBATI ON AND YOU HAVE NOT HAD A PERMANENT
BREAK I N SERVICE, YOU MAY HAVE A NMANDATORY REI N-
STATEMENT RI GHT. You SHOULD CONTACT YOUR FORMER
DEPARTMENT | F YOU BELI EVE THI S APPLI ES TO YOU.

THE STATE PERSONNEL BOARD DOES NOT MAI NTAI N A LI ST
OF JOB VACANCI ES FOR DEPARTMENTS, HOWEVER, THE
STATE PERSONNEL BOARD DOES PROVI DE ACCESS TO THE
Jos Vacancy Data Base (VPOS) At 801 CapiTol
MaLL, Roow 109, 1IN SACRAMENTO AS VELL AS
I NFORMATION ON THE | NTERNET @ HTTP: //
WAN SPB. CA. GOV. TO FIND A JOB, YOU MUST LOCATE A
VACANT POSITION IN A DEPARTMENT AND CONVI NCE THE
APPOI NTI NG AUTHORI TY OF THAT DEPARTMENT THAT YOU
ARE THE BEST PERSON FOR THAT POSI TION.  YOU SHOULD
SELECT THOSE DEPARTMENTS | N THE AREA WHERE YOU W SH
TO WORK AND El THER ASK FOR AN | NTERVI EWOR WRI TE FOR
| NFORMATI ON ABOUT EMPLOYMENT OPPORTUNI TIES.  YOUR
LOCAL TELEPHONE COMPANY SHOULD HAVE A TELEPHONE
DI RECTORY WHICH LISTS THE STATE OFFICES IN THE
LOCALI TY WHERE YOU W SH TO WORK.

DURI NG CERTAI N PERI ODS AND FOR CERTAI N CLASSES, A
FREEZE OR RESTRI CTI ON MAY BE PLACED ON HI RI NG DUE TO
BUDGETARY RESTRICTIONS OR REDUCTIONS IN FORCE.
SOVETI MES REI NSTATEMENTS ARE NOT POSSI BLE DURI NG
THESE PERI ODS BECAUSE VACANCI ES ARE NOT BEI NG FI LLED.
A FREEZE ON HIRING NAY VARY BY CLASSI FI CATI ON,
LOCATI ON, OR DEPARTMENT. YOU SHOULD ALSO BE AWARE
THAT | N ADDI TI ON TO REI NSTATEMENT, A DEPARTMENT HAS
THE OPTI ON OF FI LLI NG VACANCI ES BY TRANSFER, APPO NT-
MENT FROM THE EMPLOYMENT LI ST, TEMPORARY AUTHORI -
ZATI ON, OR BY TRAI NI NG AND DEVELOPMENT ASSI| GNVENT,
RATHER THAN BY RElI NSTATEMENT. A DEPARTMENT 1S
NEVER OBLI GATED TO APPROVE A PERM SS| VE REI NSTATE-
MENT.

PERSONS LOOKI NG FOR REI NSTATEMENT FREQUENTLY FI ND | 1
HELPFUL TO ATTACH A COPY OF THEI R STATE Cl VI L SERVI CE
EMPLOYMENT HI STORY TO APPLI CATI ONS FOR EMPLOYNENT.
| F YOU WOULD LI KE TO RECEI VE A COPY OF YOUR EMPLOY-
MENT HI STORY, SEND A SIGNED LETTER TO THE R
H story UNniT AT:  OFFI cE oF THE STATE CONTROLLER,
P. O Box 942850, Sacravento, CA 94250. Your
LETTER SHOULD | NCLUDE YOUR NAVE/ PRI OR NAMVE( S) , BI RTH
DATE, SOCI AL SECURI TY NUMBER, CLASS AND DEPARTMENI
WHERE YOU LAST WORKED, APPROXI MATE DATES WORKED,
AND YOUR CURRENT ADDRESS AND TELEPHONE NUMBER.



How To Deterv NE CowPARABLE CLASSES:

| N ADDI TI ON TO REI NSTATEMENT TO YOUR FORMVER CLASS,
YOU MAY ALSO REQUEST REINSTATEMENT TO ANOTHER
CLASS ON THE SAME, A COWPARABLE, OR A LOAER
( SALARY RANGE) LEVEL. THE MAXI MUM SALARY OF THE
H GHEST PAYING CLASS YOU WERE PERMANENTLY AP-
PO NTED TO FROM AN ELI G BLE LI ST, AND THE MAXI MUM
SALARY OF THE CLASS TO WHI CH YOU W SH TO REI NSTATE,
MUST BE NO FURTHER APART THAN TWO SALARY STEPS
MNUs $1. 00. To DETERM NE THE MAXI MUM SALARY OF
A CLASS TO WH CH YOU MAY REI NSTATE:

(1) MLTIPLY THE CURRENT TOP SALARY OF THE CLASS
you HELD BY 1. 05.

- To BE SURE YOU ARE COMPARING THE CORRECT
SALARY RATES, NOT YOUR OM SALARY, CHECK THE
" State oF CaLl Forn A G vi L SeErvi ce PAy ScalEs” .
| F Bl THER cLASS HAS ALTERNATE RANGES, USE THE
LOAEST RANGE UNLESS THERE 1S A 21 ov THE
Foornotes coou. For aLasses wTH Foornore
21, TREAT EACH RANGE AS A SEPARATE CLASS,
USING THE H GHEST RANGE THAT YOU ACH EVED AS
YOUR FORMER CLASS.

(2) RouND OFF YOUR CALCULATI ON TO A WHOLE NUMBER.
(3) MxrmipLy THAT Fraure BY 1. 05.
(4) RouND OFF YOUR CALCULATI ON TO A WHOLE NUMBER.

(5) Sustract $1. 00 TO DETERM NE THE MAXI MUM
SALARY.

(6) You MAY THEN REQUEST REINSTATEMENT TO ANY
CLASS WTH TH'S MAXI MM SALARY OR LESS.

THE PrRocEsSs ON REI NSTATEMENT AT THE STATE
PersonnEL BoarD' s LoBBY 1IN SACRAMENTO:

(1) FinD YOUR FORVER CLASSI FI CATI ON LI STED | N THE
PAYSCALE ( GREEN BI NDER) ON THE TABLE | N LOBBY AND
VR TE DOAN THE CURRENT SALARY OF THAT CLASSI FI CA-
pife

- | F YOUR FORMER CLASSI FI CATI ON NO LONGER EXI STS,
VWRI TE A LETTER TO THE SPB Servi cE CENTER ASKI NG
FOR HELP IN DETERM NI NG CLASSES TO WHI CH YOU CAN
REINSTATE. BE SURE TO PROVIDE THE | NFORMATI ON
THAT YOU OBTAINED FROM THE STATE CONTROLLER S
OFFice AND ALLOW 4 WEEKS FOR A RESPONSE.

(2) CALCULATE THE SALARY BY DO NG THE FORMULA
LI STED ON PAGE 4 TO DETERM NE COVPARABLE CLASSI FI -
CATI ONS.

*
(3) Use Report 1001 ( GREEN BINDER) | N SALARY
ORDER TO LOOK UP COVPARABLE CLASSI FI CATI ONS.

*
(4) Use Repcrt 1004 ( GREEN BI NDER) TO DETERM NE
THE DEPARTMENTS THAT USE EACH CLASSI FI CATI ON.

(5) Use THe JoB VAcancy Data Base ( VPOS) 1IN
Roov 109 TO LOX UP VACANCI ES ADVERTI SED ELEC-
TRONI CALLY.

(6) APPLY FOR THOSE VACANCI ES YOU ARE | NTERESTED
IN BY SENDING A STANDARD STATE APPLI CATION ( FORM
678) BY THE FINAL FILING DATE TO THE SPECIFIC
DEPARTMENT ADVERTI SING THE JOB  VACANCY.

Report 1001 anp Report 1004 ARE AVAILABLE TO VI EW OR FOR
PURCHASE.  ConTACT THE STATE PERSONNEL Board Servi ce CenTEr, 801
CapiTo. MaLL, Room 109, P. O, Box 944201, Sacravento, CA
94244- 2010, (916) 653- 1705 FOR CURRENT PRI CES.
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